Web-based Time and Attendance Diwl -Systen
Voluntary Leave Transfer Program (VLTP) v
Request Process - APPROVER
Where: Employee Leave Balance Page

Who: Approver
Timeframe: Anytime during pay period

Purpose:

An employee may request VLTP for the purpose of a medical emergency for themselves or a family member.
In addition, an employee may request VLTP for military purposes for a family member. Appropriate
medical/military documentation must be submitted to the NASA Shared Service Center Payroll Office (NPO)
at 1-866-779-6772.

Approver Procedure:

1. Approvers may access employees’ leave request from the “List Timesheets” tab.
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2. Follow the steps below:
a. Choose the appropriate “Organization”
b. Locate the employee
c. Click the link under the Electronic Leave Form “ELF” column

©. WebTADS usec (webTADS eAuth Testing)

My Timesheet List Timesheets Online Support

Normal (02/13/2011 - 02/26/2011) B 2T pownon

PHONE RT APPROVED HISTORY

EDIT PPPA o1 LV ELF ™w

255-544-8901 0001 N A =]

= 265449153 0001 N i) e

e Employze Name 266-644-5278 Q001 N a -G +0)
= 7 2665408903 0001 N A 5| c

&= 296-544-0508 €001 N a £ l
2eLaepan2 oot N i B

WebTADS 2.9.9.28 (Bulld 2011.06.29¢17:25) [433ms)
Fn 43C0T2011 0 estan2 d=18

NRENEASED Rrintedidocumentsimaybesobseletedalidatelpnionio; user,




3. Alist of all pending leave forms for the employee is displayed. Select the “Edit” button to the right
of the VLTP request that is “Pending Final Approval”.
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4. The Approver will have the option to “Approve”, “Disapprove”, or “Withdraw”. The Approver will
also be able to modify the request if necessary. Comments are required upon “Disapprove” or
“Withdraw”. As well, a pdf of the request may be viewed and printed by clicking the pdf icon to
the right of the request number. Navigation to the pending or historical leave request lists is
available to the far right in the header section.
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Request to Become a Leave Recipient for

Vielcome: System: Normal Today is 07082011

—
Leave Request Number: &200-032
Initiated by:
Status: Pending Final Approval
Medical Documentation received by

This request may be approved. Please review the statements at the bottom of this form and click the Approve button.

‘ Withdraw Ei Disapprove | Update
A
e ——

Al fiplds, except Alernate Email’, are requined.
HNature and severity of the medical emergency
Actual Emergency Event Begin Date (MMDDYYYY)
Estimated End Date

Individusl atfected by medical emergency [Select One)
® set

O Famiy Member

© Famiy Mitary Freg

© Fariy Mitary ey

Ingicate telephone number where initiator of this request can be resched
LEES AR
Setect individual for approval Approver bt

Comments (include justification)

500/ 500

Comment
Emergpncy
Privacy Act Statement:

Changed By

:Emergency

05/29/2011
Qarzarzon

Select

) Do NOT aiscioss ageicant name on agency-wide leave share Facient kst

O Disciose appibcant name on agency-wide leave share recipient kst

{E Disciose apsiicant name and of ¥ emargency on agency-wide lewve share recisient kst
Frovide of the o be o servicing alfices so that other employees may donate
annualrestored leave to the applicant.
Emezgency
555-555-5555
Emergency Confact John Doe

Emergency Contact Phone XXGKUXKKE  555.123-5555

Employee Alternate Email
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5. When “Withdraw” or “Disapprove” is selected, an “Are you sure?” dialogue box appears. Clicking
“Withdraw (Yes)” or “Disapprove (Yes)” will generate an email to the employeeg, initiator, approver,
Center Employee Relations office (ER) and NPO. Clicking “Withdraw (No)” or “Disapprove (No)”

will take the approver back to the request to select another option.
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Leave Request Number: 620003242

List Pending
Initiated by: : List Historical
Status: Pending Fina =
Medical n received by T

——
A re you sure you want to withdraw this t?
[__withdraw (ves) | [ Withdraw (No) |
NOTE: Comment is REQUIRED for Withd I. Please enter before selecting "Ygs'.
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6. When “Approve” is selected, an email is sent to the employee, initiator, approver, Center ER office

and NPO notifying them that a request has been approved.
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Vielcome: System: Hormal Today is 07082011

Request to Become a Leave Recipient for

Leave Request Number: 6200-03241
Initiated by:

Status: Pending Final Approval

Medical Documentation received by

List Pending
List Historical

This request may be approved. Please review the statements at the bottom of this form and click the Approve button.

| Withdraw | | Disapprove | [ Update |

Al figlds, except "Alternate Email’, are required.
Nature and severity of the medical emergency

Actual

Begin [l YY)

Estimated End Date

Individusal affected by medical emergency (Select One)
@ et

O Famiy Member

) Foméy Mstary Prep

Q) Famiy Mitary ey

Indicate telephone number where initiator of this request can be reached
OO0 00X
Sedect individual for approval Approver et

Comments (include justification)

5001500

Comment
Emergency

Changed By

Privacy Act Statement:

:Emelqenr_y

05/29/2011
O&rza2011

Select

©) Do NOT aisciose agoicant name on agency-wide ave share Fecoient kst

O Disciose appicant name on agency.wide leave shane recpient st

(& Disciose appboant name and descrgtion of v emargency y-wide legve share

Provide of the tobe o servicing affices so that other employees may donate
annualirestored leave to the applicant.
Emezgency
555-555-5555
Emergency Contact John Doe
Contact Phone XOCKXGI00 | 555-123-5555

Employee Alternate Email
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7. The status is updated to “Final Approval by (Approver’s Name) on (date)”.
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Request to Become a Leave Recipient for

l Extend Request I l Apply Comments ]

8. The request moves from the pending list on the Leave Balances page to the approved section on

the Leave Balances page.

ACTIVE LEAVE FORM REQUESTS for

Approved ASL Requesis: 0
Approved VLTP Requests: 2

Bequest# Bequest Type Bequests Pay Period Beqin Date Actual Emergency/Event Beqin Date Estimated End Date
E200-03240 VLTP Selt panezot pazazo azeRn
6200-02241 VLTP Selt 08222011 0S292011 08262011

”
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1. The Approver can “Extend” the request on the employee’s behalf if necessary. An employee
may extend a CURRENT VLTP request if 1) The currently approved medical condition is
ongoing beyond the approved estimated end date. ADDITIONAL SUPPORTING
DOCUMENTATION MUST BE SENT TO NSSC FOR JUSTIFICATION.

Approver Extension Procedure:

2. Click the link in the approved section of the request that needs to be extended. The request
displays with the option to extend. Click “Extend Request”.
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Welcome: System: Normal Today |5 07/08/2011

Request to Become a Leave Recipient for

Leave Request Number: 6200-03239 List Pending

Initiated by: List Historical
Status: Final Approval by
Medical Documentation received by

* Extend Request | [ Apply Comments |

All fields, except "Altemate Email’, are required.

Mature and severity of the medical emergency
Actual Emergency/Event Begin Date (MMDODYYYY)
Estimated End Date

Select appropriate disclosure information

Do NOT disclose appicant name on agency-wide isave share recipient it
: . ¥ e ¢ 1009 Dsclose appicant name on agency-wide leave share recpent ist

it
. * Disciose applicant name and of Y - ©n agency-wide laave share recipient kst
Famiy Uember Provide a ion of the medical tobe i to icing offices so that other employees may donate
£ Vatary Prep annualirestored leave to the applicant.
Famiy Uitary hury
Indicate telephone number where initiator of this request can be reached
JOCK-XXXK-XXXX
Individual selected to provide approval:
Comments (include justification)
Emergency Contact

Emergency Contact Phone XXO(-XOO(- 000
Employee Alternate Email

5007500
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3. Ayellow validation box appears. Follow the steps below:
a. Enter a comment
b. Click “Extend Request (Yes)”
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Wielcome:

Request to Become a Leave Recipient for

System: Rormal Today is 07082011

Leave Request Number: 6200-03239 [Z]
Initiated by:

Status: Final Approval

Medical Documentation received by

List Pending
List Historical

b Are you sure you want to extend this request?
[ Estend Request{ves) || Extend Request (Na) |

NOTE: Comment is REQUIRED for Extension. Please enter comment before selecting "Yes'.

Extend Request

All figids, except "Allemate Email’, are required.
Nature and severity of the medical emergency
Actual EmergencyEvent Begin Date (MMDDYYYY]
Estimated End Date

Select appropriate disclosure information

Do NOT disclose applcant name on agency-wide leave share recipient st

a‘ Emergency Contact Phone XXX-J0OK-I00X |555.123-5555
Employes Atternate Email [

-]
4781500

8 80 that other empicyees may donate

gency (Select One) Disciose appicant name on agency-wide leave shane recipient kst
3
= Dischse applcant name and description of medicalimiltary emergency on agency-wide leave share recipient st
Fisandy Usmber Provide a description of the medical tobe to servicing per
Famiy Mitary Prep annualirestered leave to the applicant.
Fasmity Mitary ey
Indicaie telephone number where initiator of this request can be reached
OO JOUK- MK
Individual selected to provide approval:
Comments (inclede justification) ) )
Heemd to extend regquess | Emergency Contact John Doe
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4. Another yellow instruction box appears. Follow the steps below:

a. Enter a new end date
b. Click “Update”

Leave Request Number: 6200-03239 5]
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System: Normal Today Is 070812011
My Timesheet Online Support Logout Ea

Request to Become a Leave Recipient for

Initiated by:
Status: Final Approval
Medical Documentation received by

List Pending
List Historical

b [ Please Enter new End Date, Update and Submit for Extension.

dunduo] [[Cancel ] [ Apply Comments |

Al fields, except 'Alternate Email’, are required.
Nature and severity of the medical emergency
Actual EmaergencyEvent Begin Date (MMDOYYYY)
OLD Estimated End Date

a
NEW Estimated End Date

Individual affected by medical emergency (Select One)
. Se

Fomey Meber
Famdy Witary Prep
Famiy Mitary npury

Indicate telephone number where initator of this request can be reached
0K XK - XK

Individual selected to provide approval:

Comments (include justification)

5007500

‘ 0972972011

Select appropriste disclosure information
00 NOT csciose apaicant name 00 agency-wide ieave share recoient kst
Owciose appicant name on agency-wide ieave share recoent st
Disciose applcant name and descrotion of medicalimiltary emergency on 8pency-wide ieave share recoent ist

Provice a description of the medical
annualirestored leave to the applicant.

tobe 10 servicing offices 0 that other employees may donate

| Emergency Contact »John Doe

Emergency Contact Phone XXX-XXX-XXOX | 555-123-5555
Employee Alternate Email
|
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5. After clicking “Update”, the “Submit Extension” button will appear at the bottom of the form

unless there are errors found.
click “Update” again.

If errors are found, simply follow instructions for correction and
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System: ikormal Tod

Request to Become a Leave Recipient for

Leave Requm Number: 620003239 [F]

Medical Documentation received by

List Historical

Please Enter new End Date, Update and Submit for Extension.

[Update | [ Cancel | [ Apply Commants |

Al fields, except "Altermnate Email’, are requined.
Nature and severity of the madical emergency

Actual Emergency Event Begin Date (MMTOYYYY)

OLD Estimated End Dute
MEW Estimated End Date 0232011
Sebect
Do NOT dsclose acolcant name on agency-wide leave share recgient kst
s by m gency (Select One} Desciose appicant name on Boency-wi iedoe Shane recmnt it
'
s Discioas appkcant name and descrition of = amargancy oa s ke baaiw ahare et kst
Farmiy Member ide of the to be distributed 1o servicing personnal offices 3o that other employers may donste
Fariy Milary Prep annualivestored leave to the applicant.
Famdy Witsry nury
Indicate telephone numiber where initistor of this request can be reached
KK 00K,
Individual s lected to pravide approval:
Comments (incluede justification)
Emergency Contact Johm Daoe
Emergency Contact Phone JXU0000000 | 555.123.5685
Employes Alernate Email

5001500 o

Comment
Emeigeay

Changed By

Input Commants hars

11
TR0 03311
Extend Request hieeded 0Te2011 11:3530
Heed to sxiend reguest OTMBZ011 11:40:54
Privacy Act Statement; E
d Submit for Extension

6. Request successfully submitted. An email notification will be sent to the employee/initiator
approver, NPO, and Center ER notifying them that the request has been extended.
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List Pending
List Historical

Your extension request has been submitted.

[update | [ Apply Comments |
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7. The request is routed to NPO for medical/military documentation acceptance. After NPO
validates the new documentation, the request is routed back to the approver for final approval.
The approver can edit the request at this time if necessary. Make changes and click update
again to save. Click “Approve”. Email notifications are sent to the employee, approver, NPO,
and Center ER notifying them that the request has been approved.
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Request to Become a Leave Recipient for

Leave Request Number: 6200-03239 List Pending
Initiated by: List Historical
Status: Extension Pending Final Approval

Medical Documentation received by

Your extension request is pending approval.

[ Oisapprove | [Update | [ Apply Comments |

All fiedds, axcepl Alternate Email', are required.
Hature and severity of the medical emergency
Actual EmergencyEvent Begin Date (MMDDYYYY)
‘OLD Estimated End Date
WEVY Estimated End Date 092%2011
Select appropriate disclosure information

Do NOT dmciose appicant name on agenty-wide kave share recipient st
Iindividual affected by medical emergency | Select One)

St

Disclose agphoand name on agency-wide leave share recipient kst

Discione s2bzBat nb 453 deBcriphion of MESCalmEary Smersiacy On Boandy-wises Mave BB recpwal il

Fay 1 Provide a description of the medical emergency to be distributed 1o servicing offices play may donste
Famity Mitary Preg annualirestored leave to the applicant.

Famiy Wity injory

indicate tedephone number where initiator of this request can be reached
O J0K- 0K,

individual selected to provide approvak:
Comments (include justification)
Emergency Contact John Doe
Emergency Contact Phone X0LX00000 | 555-123-5555
Employes Alternate Emall

Emergincy UTRERN11 6237 8

gt Commants. here OTRER011 093811
Extend Request Neeced 0708011 11:35:30

Privacy Act Statement:

Special Considerations:

» The request can be withdrawn by the employee/initiator, NPO, or the Approver any time prior to
approval. After approval, the request must be terminated. The employee and NPO are the only
roles that can terminate a request.

= Requests pending NPO review can be viewed by clicking on the “List Pending Request” link on the
Leave Balance page. Historical requests can be viewed on the “List Historical Request” link just
below the pending list link.

= The employee (or initiator) does not have the ability to modify the request once submitted
(withdraw or apply comments are the only options). If changes are necessary, the employee
should contact their approver or NPO.

» Medical documentation must be faxed to the NSSC Payroll office to complete the request and
approval process. NSSC fax number is 1-866-779-6772. For assistance, call the NSSC
Customer Contact Center at 1-877-677-2123.
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